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ANNUAL REPORT

SECTION 1. Major Accomplishments and Significant Development during
1 July 1954 - 30 June 1955.

A. Central Processing Branch

25X1C4d

2. Central Processing has added to its functions the scheduling
of PCS returnees (from overseas) for the CIA Review lectures, the
assisting of the Career Selection Staff in obtaining written acceptance
from persons selected for Career Service membership, the reporting to
DD/P of the movement of personnel going to and returning from overseas
posts, the briefing of adult dependents who are to accompany Agency
personnel abroad, and the advising of travelers with regard to the
employee services available within the Agency.

3. Statistics 1953-54  1954-55

Travel Orders Received

Total Number of Interviews
Conducted

Check-Outs (Departees):
Staff Employees
Agent Personnel

25X1C4a
Dependents .!non-concment travel)

Local
Out of Town
ETA Cables Prepared
Reservations Procured:
Foreign
Domestic
Number of Domestic Travelers
- Processed
Transportation Requests Issued

25X9A2

#Punctions not under the Central Processing Branch at that time.

B. Correspondence Branch

1. Approximately 50% of the 156 form and semple letters have
been revised to simplify and personalize correspondence as well as
to reflect changing policy and procedures. Eight form and/or sample
letters were declared obsolete and sixteen new form letters were set up.
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2. As a result of the Menagement Survey, a new Flexowriter has
been obtained for this Branch which should provide more coverage and
inereased efficiency in the operation of the Correspondence Branch.

3, During the period 1 July 1954 - 30 June 1955, 36,261 letters
were prepared and dispatched.

C. EmpLoxge Services Branch

1. In order to consolidate fund-raising activities into a single
campaign, & staff study was prepared by this Branch recommending that
it be approved. The recreation program has been expanded and a
recreation officer and an assistant have been acquired to meet this
need.

2. 1In addition to the initiation of a car pool service, this
Branch has alsc standardized bulletin board notices to & 30 day
1imitation with monthly inspections, placed vending machines in
Curie Hall, obtained Credit Unlon courtesy caxds for EOD's with
60 day check cashing privileges, and worked steadily on the Payroll
Savings Plan and the expanded year-round blood donations program.

3. Statistics

Housing
Requests for housing 28818tANCC s evsscscsovesecrrnes 478
Listings of available houSing.ceccocssccoscconvecse o1
Advance reservations for EOD'S.cecccesosscacescsscs 20k
Education ”
Requests for assistance (estimate)ecoccosecrcacsvas 49
Blood Donor Program ' o
Agency mnors....’..'....Q'.'.....QI‘......IQ.'OO... 1,3].6
Re!‘lests for .bm..'.0....lC‘...O.'C..l..“......‘.
Red Cross reques'bs for Bpecial blOOd. tmoooocooooo h‘
Fund-raising Campalgns
American-Korean Foundation..cecsescaccsscsccees $ 1,450.33
Community Chest Foundation..ssesecesoscccccscccs 45,599.21
mhritis am-Rhemtism'.'.'.C......O.......I. ]—20012
mchofDims..0.l.“0.0.'O...Q..l..l.......’. 1’257.76
Wa.shington Heart Assmiation-ooooccocoouoaooooc 1,139092
Cr‘mﬁe for Freedm..00..9.0.00..0.00.....0.'.0 2720
American National Red CroBS.cceesccccescococcne 15,332.37
American Cancer Socletyeccecossccssccssrcsceses 2,015.52
D. C. Society for Crippled Children, Inc..cece.e 453.86
G. A. R. Memorial Day Corporation..c.seescessce 123.36
Metropolitan Police Boys' Club.cececcsocacacacs 16%86 (Approx.)
TOTAL T,934.95
Community Chest notlces sent (estimate)seecesccccaces
Fund-raising luncheons and outside meetings attended. 10

“2 -
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Entrance-On-Duty Orientation Program

orienties.OOQO0‘..0..00.0.'...0.......'Q....O..C‘
Alien Sponsorship Ceses Processel....cecseeccececce
Agency Representative at Outside meetings and

conferences _
metinga attended"............'..‘..'.“‘..'... 23
Conferences attendedesccecesssccssecessrsocccnae 3

Information Service
Inaui-ries (estimte).......'..O...O.‘O.Q.!.O..l. 1,2m
Briefing of Agency personnel on Services Branch

Activities..‘...‘.0.00............‘.OO...‘.C.Q. 55

Car Pools

Requests for transportation.eccececcessccescenes L6
Tr&nsmtion ofrered‘....."........0’......... 27
Clericeal Workload - Individual sewice iw'ooooq 5,022
Notary Public Services (January - June 1955 only) 154
Approval of requests for outside employment (January -

Jm 1955)'l000..".‘.00.00.000..0...00........' 5
Employees agsisted in preparation of Income Tax

FormBOOQOOOOQUOOQOQO0...000.0.’.0.0.0...0...0.0. 60
Recreational Activities

Sparts '

1 Men's Basketball Leagu€.cc.ceeee 6 teams.....58 members
1 Women's Basketball league....... 2 teams.....l6 members
5 BOWling Ieagmsobooooonoooooaooa 58 teams... 377 members
2 SOftball Ieaguesooocooo‘ooooo-o 11'- teams-..-a& mmbera
1 Touch Football Iﬁagueo--oo;-caoa k teama..---SO members
Golf '
Class A (under 85,no handicap)..lk teams.....28 members
Class B (over 85,2/3 handicap)
Women..........................6 teams.....12 members
Men..-........................13 temooooo% members
Golf mtruction gl'oup.'oo-00.0.0.0040.000000070 mmbers
swmmg 01ubooooooo0onoooooo.oooooooooo.o-oc0025 members
HorsebaCKRidinS Club.-.......................“.22 members
Fishing '
msea fiBhing................-............66 members
Casting......................................3‘& members
Hobbies
CheSS.............-............-...............10 members
Art ClaBBeB....................................30 members
Pentagon Choral Club...........................25 members
Br:ldge.............................-...........lll» menmbers
Social ' o '
Red Cross HOSteS8 GIOUD.sccesecccecccescescesss32 members

RECREATION TOTAL 1,179 Participents

-3 -
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- D. Statistical Reporting Branch

l. During the past year, many special reports and rosters have
been prepared by this Branch such as, graphic presentations of
selected personnel statistical date for use by the Committee on
Intelligence Activities, a study indicating personnel statistical
trends for selected DDP Group data in FY 1954, personnel strength
report for use by the DD/S reflecting all categories of personnel
except foreign nationals employed by the Clandestine Services, a
special study to determine the average elapsed time between date of
security initiation and date of EOD for applicants in process for
positions as Agency steff employees, & strength report for the DD/S
indicating the distribution of support strength of covert activities
and support for non-covert activities, and a tabulation of professional
and clerical (GS-1 through GS-6) staff employees, staff agents and
military personnel assigned to selected Offices by Division and Branch
as of 31 October 1954.

2. Rosters, other that recurring ones prepared by the
Statistical Reporting Branch,were on staff employees performing
personnel type work as of 30 June 195%, staff personnel with former
0SS experience, and retired militery officers on duty as staff
employees as of 31 December 1954. In addition to prepering a
procedure for including staff agents and military personnel on the
Position Contrdl Register, arrangements have been made to have the
Position Control Register produced monthly instead of gquarterly.
This Branch has also developed a sampling technique for use in
obtaining selected Agency personnel statistics on a spot basis,
and has prepared a series of 30" x 40" personnel statistical graphs
denoting the changes in selected dmte from 1947 through the current
month for use in briefing the Director of Personnel and the Deputy
Director (Support).

3. Statistics - Recurring Requirements
Monthly - Statistical Reports.. 1l Rosters..16
Quarterly - Statistical Reports... & Rosters... 3
Semi-Annual - Statistical Reports...l Rosters... 1
Annual - Statistical Reports secsnse ¢3

E., Transactions and Records Branch

1. All inactive folders have been returned from the CIA Records
Center, and the Official Personnel) Folders have been standardized and
renovated. Cards have been prepared and filed on the 73,430 applicant
files destroyed as a result of their review. One Diebold Super
Elevator File has been installed in the Files Section to facilitate
the filing of applicant cards, and a wheeldex has been installed for
the Agency Locator File.

-k |
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2. Machine-run listings have been used for periodic aundits
on basic records such as Service Record Cards, Official Personnel
Folders, Leave Without Pay control maintained by the Position Control
Section, Agency T/O positions, In and Out Casual records, and unassigned
personnel records. Periodic statistical reports regarding the National
Security Council have been prepared and forwarded to the Civil Service
Commission, and the processing of consultants has been completed for
the next fiscal year. Determination has been made on the eligibility
of employees for longevities under PL 763, and eligibility of employees,
when requested, for conversion to competitive status under Departmental
Circular TT76.

3. Statistics - See Chart A and Chart B (attached)

SECTION 2. Objectives for 1955 - 30 June 1956 and Status of Current
Program.

A. Central Processing Branch

2. To date, an agreement has been reached with one carrier on
the handling of unaccompanied air baggage, and it is expected that arrange-
ments will be completed with the other carriers within 90 days. Also,
a8 preliminary list is being compiled on the master stand-by list of
employees for emergency TDY travel, and 1t will be submitted to the
Security Office for concurrence within two weeks.

B. Correspondence Branch

1. Close work with other segments of the Office of Personnel will
be stressed in order to improve procedures for the routing of files to
the Branch for periodic interim correspondence, and to insure that
letters dispatched from the Agency are both timely and appropriate.
Emphasis will continue to be placed on the improvement of the format
and content of letters.

2. The volume of correspondence is constant in comparison to
that of last year, however, with the increased emphasis on the sterile
recruitment of personnel for the Office of Communications, there is
every indication that the number of letters prepared in the Branch
will increase.

-5 .
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C. @E_lgme Services Branch

l. This Branch plans to emphasize developing, inspecting and
publicizing housing listings; explore new sources of revenue for the
Recreation Association; increase the eirculation of the Recreation
Association Newsletter to all employees and increase its scope; .
revise the EOD orientation talk, and to meet the anticipated increase
of interest in the car pool service. In addition » more emphasis will
be placed on employee morale (this field, while 1t includes services,
is much broader in 8cope and may require the services of a consultant),

2. In order to exchange ideas for program improvement, meetings
will be held with other agency representatives, and more contacts
will be made with operating officials to assist in determining employee
needs. At the present, the Branch has already included recreation,
career development,and security orientation in their EOD talk, and
an investigation of the cafeteris prices and facilities has been
initiated. They are developing a handbook on living conditions in
Washington for prospective employees, and with the approval of the
Single Fund Raising Campaign, will strive to make it a most successful
progrem.

D. Statistical Remrtgxg Branch

1. Objectives for this Branch inclwle the converting of the current
reporting system to meet the new staffing pattern. This will include

service data, which will probably result in a dual reporting system

by both organization and Career Service. It is believed that two
MP3R'S will be required that will necessitste two additional technicians
and one typist.

2., Greater utilization of graphic presentation is planned, and

purposes.

E., Transactions and Records Branch
M

1. This Branch has posted new salaries, in accordance with PL o,
on the Service Record Cards and approximately 40% of the Official
Personnel Folders. Another Diebold Super Elevator File has been ordereq
to complete the housing of applicant cards in the Files Section, and a
Transactions and Records Manual is being prepared,

2. EOD procedures will be revised to include the mailing of
several processing forms to applicants just prior to EOD date for
completion. Service Computation Dates will be furnished MRD; MRD
copy of appointment action now contains SCD; official personnel
folders will be reviewed and all prior government service verified,

Approved For Release 2001/03/04 : CIA-RDP80-01826R000100050006-4
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Tt 1s the aim of this Branch not only to effect a better system
of charging-out official persomnel folders to the operating
components, but to place dividers in all official personnel
folders as directed in OPM 20-803-7. The latter has already
been initiated on new employee folders, and dividers have been
prepared and placed in sets for use. The Transactions and
Records Branch plans to improve the work-flow of personnel
actions and develop its employees to the limit of their capacity.

SECTION 3. Program Outlook for 1 July 1956 - 30 June 1957.

A. Central Processing Branch

It is not anticipated that there will be any major change in
the scope or emphasis of this Branch during the budget year 1 July
1956 - 30 June 1957. There is a constant program of review and
revision of operating procedures with primary emphasis on providing
better service to the overseas traveler.

B. Correspondence Branch

An increased workload is anticipated during this and the next
fiscal year, due to a closer control on heving applicants recelve
interim correspondence prior to final acceptance for processing,
or rejection. Also, there has been a great tendency towards
persondlizing letters and placing greater emphasis on appropriate
correspondence. This implies that an increasingly larger percentage
of letters will require individusl composition. In order to be
more effective and be able to meet appropriate deadlines, the
Correspondence Branch will need two additional persons, a change
in classification to higher grades on three Jjobs, and, probebly,
three additional I.B.M. electric typewriters. .

C. Employee Sexvices Branch

It is not anticipated that there will be any major change in
the scope or emphasis of this Branch during the budget year 1 July
1956 - 30 June 1957. The aims of the Employee Services Branch are
continually concerned with all phases of employee morale in providing
and stimulating a well-rounded employee services progrem based
upon a continual appraisal of conditions and demonstrated needs of

employees .
D. Statistical Reporting Branch

Expansion of the Career Service reporting needs into a complete
Career Service status record is enticipated. If the revised Employee
Information Questionnaire is approved in FY 1956, this Branch will
develop in FY 1957, an extensive correlation and trend data for use
in requirements planning (current and future), involving language
and area knowledge utilization, etc. It is also anticipated that
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briefings will be conducted which pertain to the personnel status
gsituation for the various Deputy Directors in which graphic
presentations pertaining to their specific Groups will be utilized.

E. Transactions and Records Branch

The worklosd of the Transactions and Records Branch has increased
as & result of reorganizations of Agency. components, the new fitness report
program, ‘the President's Fringe Benefits Blill which brought about the
Eisenhower Insursnce, extension of Social Security benefits, etc. In
all reorganizations there inverisbly are large numbers of position
changes and in the effecting of these changes, additional man-hours
are required. The work in the entire Branch has increased to such
an extent that an additiopal 500 hours of overtime has been authorized
each pay period for approximately four months. This has been necessary
in order to keep the work on a cwrrent basis. In addition, employees
from the pool are wsed daily, involving approximately 1,000 man-hours
per month. Assistance from the pool is helpful, but there is always
a training problem - by the time an employee is trained to produce
on the job, he received all of his clearances, and the training
gsesgions begin all over again.

The Fitness Report Program was initiated uring this period,
resulting in an additional 160 work man-hours per month.

It 18 therefore estimated that an additional six clerks will
be needed in order to carry out ouwr program efficiently and successfully.
It cannot be over emphasized that since this is a service organization
and most of our workload hes deadlines, the necessity for increased
personnel to meet this workload is great. Prompt service is required
for such requests such as folders to screen for urgently needed personnel,
processing of promotions, T/0 changes, etc. There is the processing
of applicents such as prompt jnitiation of security, follow-ups, the
entering on duty process, and jt 1s felt that this would be an excellent
opportunity to increase the good will within the Agency by responding
with prompt and efficient service.

Attachments (2)
Chart A
Chart B

-8 -
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CHART B
| TRANSACTIONS AND RECORDS BRANCH

Annual Activity Report
Fiscal Year 1955

Workload Statistics

A. Position Control Section

1, KNumber of forms 261 (T/0 change authorization)
received (periﬂd 7/26/5h to 6 30/55).001'000...00!!0.

2, Positions involved in T/0 changes (period 5/9/55 . 25X9A2
to 6/30/55)0000loolotlOQOOOQQQOOOOCOOOQOOQOQQQ.l....o

3. Phone calls to the central locator and information
eardaooooncoouqcotaoo
8, Oreditececescccccscsvescecos p529
be LoCAtOYecssensasssersnccncas Sgcﬂg
Totaleseoosconss 601

i, Phone calls of PI Clerks
a&, Incomingesesesssessncoscssess 53875
be Outgoingecesiecsessessncocnse 2,3h3
Total (peried 5/12/55 _
to 6/30/55000100010000n000 8,218

B, Files Sectior_l

l. New félders eStEbliehieeencvsssasseccescsssnansonesne

2, Number of reaﬁct CoTrdBecvacssssscesssersnscseccoscssvrne 25X9A2
3. Number of contact CardBicecsccosesscevesssscccccsecnce
h. New EQOD folders made UPsssssesessonsvencnepgviorsetaces
5. Number of Personnel Folders charged out to actions
and individuals (period 8/2/5h to 6/30/55)00010001000
6, Letters and interview reports (period 3/7/58
t@ 6/30/55)Q000000000000oc.o-oloonucoonnonouoboooocon 25)“%A2

7. Number of applicant files charged out (period
) 6/13/55 to 6/30/55)000.oo.v;‘oc.ooocconoto.oooca.oooo

8. HNumber of pleces of mail inserted in applicant
files (period 6/13/55 to 6/3Q/§5)o¢-oooo.o¢oooouooo.o 13915

9, Pieces of file material receivedeecscessssssccsssssss 111,430
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CHART B (Cont'd)

C¢ Transactions Seetion

25X9A2
l. Security Initiations

&8s RegUlﬁr...........-.......-..-.o.¢eo...¢.ooo
be ConsultantB.eeececcvesssssvscsncssscssscsccns

2, Cancellations
8 Ragularo¢oooo..oooocooocooo.ooooooo.‘occo.oo
b. ConsultbantBecscsvscssssssncscsnsenssnssssvoce

3. EOD*s
a& Regularoaooooooooonooc-o.oooo.-ool.t.‘..!.‘.
ba ConsultantBeeseescssnsvessssesancesssssescnes

Lk, Actions processed
8e SeparabionS....o..o........................-
be Promotions (period 2/21/55 to 6/30/55)eecese
Ce _All OLhErBesansserescrcssscsssstsnssnascnsed

d. Totsl.‘...‘Oﬂ......’...'...0‘...10..‘....'.‘

g, Full clearances (period 1/31/55 to 6/30/55)essvesos

D, Office of the Chief*

l, Photographs
a. Reqpﬁﬁtedlnoooooooooootoo.aonooo.o»tQucccdoo
De Receivedeicsosssscensssscvscecensscsesscovee

2, Personal History Statements ,
8. RGQUQStedoo.oooocoooo-oo.-.oooooaoooc.oooo.n
b, Recelvedeesescceccncscsvessessvesncescocsces . §(T35;
€ Forwarded to reprcduﬂtion................... )
de Received from RGprOductionaooco.oonoooomqoop

3. Security Clearances for Files
a, Requestedieseecsvecscccsosscocssccinvsnccnscs
be RBGGiVEdQ...uoﬁooooooooocoooocooooocooao-oco

#Note: All totals under Section
D, Office of the Chief
represent the period

9/27/5h to 6/30/55.
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